
A6.7 - Formal Individual Complaint Processing

Ref: Pages A6.13 & 14

2        HRO
Notates complaint

receipt date

Prepares and
sends

acknowledgement
letter by certified

mail, return receipt

Sets up case file
folder

CATS input

2 hours

3      HRO
Write counselor

report

16-24 hours

4       HRO
Review case file

Define issues

Prepare
acceptance/

dismissal letter w/
counselor report (&

appeal form if
dismissal)

Send letter to
complainant or

attorney
representative by

certified mail,
return receipt

(Due 14 days after
complaint rec'd)

CATS input

5-9 hours

6   Complainant
Decides whether to
appeal to EEOC or

file civil action

If dismissed:

5    HRO
Requests OCI
investigator

If accepted:

No

7 Complainant
sends appeal
form to EEOC

8  Complainant
files civil action

9  Complainant
Files intent to file

civil action w/
EEOC

ADEA complaints only:

10     EEOC
Notifies agency of

filing

11     HRO
Conducts inquiry

within 30 days per
EEOC MD 110

Section IV, Ch 3.

12 Complainant
Files civil action

13  HRO/HRSC
CATS input

Produce copied,
numbered and

catalogued
documents in

Discovery

Support litigation
by participating in

interrogatory
information,

depositions and
testimony

Weeks/months

7 days

14 days

14 Complainant
Files civil action

EPA claims only:

NOTE:  HRO ATTEMPTS SETTLEMENT THROUGHOUT THIS PROCESS--
IF SUCCESSFUL, THEN HRO WRITES AGREEMENT AND ENSURES 
COMPLIANCE BY PARTIES.

Process
ends

Page A

   1   Complainant
Files formal complaint by
delivering document in

person or by mail

Cont'd on page B

Continued on
page C

Court decision:
no discrimination

Court decision:
discrimination

HRO
Implement

corrective action

EEOC

CIVIL


